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Appendix A: Reports 
 



 2 



 3 

To access reports, select “Reports” from the main menu. 
 

 
 
Select the type of report you wish to run from the Reports menu: 
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1 - Custom Reports 
 
Access to editing reports may be restricted. If you want a specific report to be created 
for you and you do not know how to do this, please contact the Database Administrator. 
 
The “Custom Reports” screen looks something like this: 
 

 
 
Reports will only show clients who received a service during the date span. So, if 
you enter a date span of one day and you saw two clients that day, only information on 
those two clients will appear. 
 
Once you have entered the date span you want, select the report you want and click 
“Run Report.” Do not double click on the report name. If you do this, CAREWare 
will think you are trying to edit the report. 
 
The report will look something like this: 
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Reports in CAREWare are often formatted so that you cannot see all of the information, 
particularly if you are running a report with many fields. Reports cannot be reformatted 
in CAREWare, but they can be exported to Excel for reformatting. 
 
 
Exporting to Excel 
 
Click the icon in the menu bar to the left of the printing icon: 
 

 
 
 
A box like the one on the next page will appear: 
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Select “Microsoft Excel Format (XLS)” 
 
 
Click on the box with the ellipsis in the next line: 
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A box like the one below will appear: 
 

 
 
Browse to the location where you want to save your export Excel report, and type the 
name you want to give the report in the box labeled “File Name.” Then click “Save.” 
 
You will return to the Export box. Click “OK.” 
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2 - Financial Report 
 
This is an easy to generate report that includes the number of clients and units of 
service for each service and/or subservice, the amount expended for each service 
category over the date range selected (assuming unit cost service data is entered with 
each service record entry) and receipt of payments, if any. 
 

• The financial report can be restricted by funding source of interest, or include all 
sources of funding. 

• Check “Include Subservice Detail” to divide the figures by subservices within each 
service category. Check “Include Provider Information” to list the contact information 
for the agency at the top of the report. 

 
A portion of a financial report, with the subservice option selected, is shown below.  The 
right-hand column, the amount not received, is calculated from the service screen and 
any payments entered. 
 

 
 
A sample report (with the options as checked above) looks like this: 
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3 - No Service in X Days 
 
The “No Service in X Days” report allows you to run a report to see which clients have 
not had a certain type of service in a certain period of time. For instance, you can run a 
report to see which clients have not had a “care plan” service in the last 90 days (and 
therefore need a new one).  
 
To do this, select “No Service in X Days” from the “Reports” menu. 
 
The screen will look like this: 
 

 
 
You can select a service category or sub-service type. Then set the number of days and 
click “Run Report.” 
 

 



 11

4 - Clinical Encounter Reports and Pre-Prints 
 
Clients with no screenings in X days 
 
This report produces a list of clients who have not had a particular screening test in a 
specified number of days. Only screenings that have been marked as “Active” in 
Screenings Setup will appear on the pulldown list below. To run reports on 
inactivated screenings, they must be reactivated temporarily. 
 

 
 
You will get the clients’ names, CAREWare-assigned Unique Record Numbers (URN), 
the date they last had that screening (if any) and the provider where the screening was 
given. 
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Clients with no hepatitis vaccinations 
 
Generates a report of clients who have not been vaccinated for hepatitis A or hepatitis 
B, depending on the option you select below: 
 

 
 
Hepatitis A and B reports are run separately because the hepatitis A vaccine requires 
two visits, whereas the hepatitis B vaccine requires three. The hepatitis A report will 
give you a list of clients who have had only the first dose of the Hep A vaccine, or no 
vaccine at all.  
 
The hepatitis B report will give you a list of clients who have had only the first dose, first 
and second, or no vaccine at all. 
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Clients with no syphilis test in X days 
 
This report will give you the names, URNs, date of the last screening (if any) and the 
provider who administered the test. 
 
Clients with no pneumovax in X months 
 
Produces a list of client names, URNs and last pneumovax date (if any).  Specifies 
months rather than days because pneumovax is generally good for five years before it 
needs to be re-administered. 
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Clients with last selected lab results 
 
This report allows you to run a report on clients fitting certain criteria. Only labs that 
have been marked as “Active” in Labs Setup will appear on the pulldown list 
below. To run reports on inactivated labs, they must be reactivated temporarily. In the 
case below, the lab is CD4 count with a value of <= 200, or CDC-defined AIDS. 
 

 
 
The names, URNs, last lab result, date and provider are returned: 
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Clients ever diagnosed with hepatitis 
 
This report will give you a list of clients ever diagnosed with hepatitis B or C.  For Hep B, 
CAREWare will look in the Screening Labs module to see if the client was EVER HBsAb 
or HBsAg positive. 
 
 
Empty encounter report 
 
This lists clients for whom clinical encounters were created, but which were not 
populated with any clinical data. You can specify a date range or leave it blank to see all 
clients with empty encounters. This is a “quality check” feature that allows you to delete 
mistakenly entered encounters, or populate encounters with the relevant data. 
 



 16

Clinical Encounter Preprints 
 
Clinical encounter preprints are “flow sheets” many clinics use as a snapshot of a 
client’s most recent clinical data. You can use them as “preprints” to be marked up 
during an appointment, and/or as a flow sheet to be inserted in the chart after the 
information from the encounter is entered into CAREWare. 
 
Click Setup to determine which sets of clinical data you want to appear on the preprint.  
 

 
 

• Values for positions correspond to the subtabs in the clinical encounter tab of 
client records. Each value you select for a position removes that value from the 
available list for the next position. The Clear All button resets all positions to 
empty.  

 

• The “Limit to three encounter subreports per page” will print no more than 
three sections positions per page, regardless of length.  If selected, and a 
specific subreport is long (say medications or lab tests), that section will be 
truncated in the report. If you want to list ALL items in the subreport, do not check 
the thee-per-page box.   One way to limit the number of items in a specific 
section is to inactivate a lab or screening test.  Inactivating will remove that item 
from the list so it won’t take up unnecessary space on the encounter report. 

 

• Click Save Settings. To make sure you are satisfied with the layout, run the 
report and view it first before printing.  
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• Select a date for the preprint; this is usually the day of the appointment. (Today’s 
date is the default.) Clients can be selected singly, or multiply using Ctrl-click or 
Shift-click.  

 

• Click Print. You’ll be prompted for the number of preprints (if you are running 
preprints for each client with an appointment that day, this lets you verify that 
you’ve selected as many clients as you have appointments). 

 
When producing encounter preprints, you cannot preview the report, so make sure 

the output looks the way you want, by testing with one client, before printing out a 
large number of encounter reports for multiple clients. You can preview the report 
only when it is being generated from within the specific client’s encounter screen. 
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5 - Mailing Labels 
 
The “Mailing Labels” report will allow you to run labels for clients with the “include on 
label report” box checked.  
 
To run labels, select “Mailing Labels” from the “Reports” menu. The screen will look like 
this: 
 

 
 
Select from the available filters. You cannot filter this list to get your caseload, all 
clients in one county, or all clients by a certain demographic. To do that, you will 
have to export a custom report to Excel and do a mail merge. 
 
Click “Run Report” and you will get a report formatted for Avery 5160 address labels.  
 
 


